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1) Log in to the Iowa Department of Education secure site (edinfo.state.ia.us) 

2) Select “Career and Technical Education” button from the reports list. 

 
 

3) Select Section 3 – Note the Due Date for completing this section. 

 

4) Enter the contact information for the main person responsible for completing this section, then 

select the “Update Contact” button.  This information will be used by Department CTE consultants 

if questions arise about the district’s submission and for developing a contact list for future 

notifications.  To begin review of the students in a given program, select one of the blue links 

located to the right of the program name. 

 

 
 



Career and Technical Education (PlusCTE)  
Section 3:  Update/approve Students in Program 

tcc/5.04.12  2 

5) At the top of the screen for each program area, you will see a variety of options.  These options 

allow for easier printing of the participant information.  This is especially useful for instructor 

verification of the two “technical skill” columns.  Districts are encouraged to maintain a hard copy 

of the final submitted information for their records. 

 

Make sure to read any directions provided at the top of the screen.   

 

 

6) Selecting the “Enrolled” Column (in step 4) will show all currently enrolled district students that 

have been associated with the given program area, whether or not they are taking a course in the 

program during the current academic year.  These lists are generated from the courses identified 

by the district as comprising the program (see Section 2: Update/approve Courses in a Program).  

All of the entries can be completed from this area. Note:  You must select “UPDATE” to save 

any changes! The Update button is located at the top of the page: 

 

 
 

a. The two “units” columns are based on the Carnegie unit value of courses the student has 

completed.  These totals typically need adjusted only if the following occur: 

i. A course is added or removed in Section 2 after the student data in Section 3 has 

been populated by the Department (if this is the case, adjustments should be 

made to the “Units This Year” column). 

ii. A student is new to the district, but has completed courses related to the program 

area previously (if this is the case, adjustments should be made to the “Total 

Units” column). 
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b. The “Concentrator” column will be pre-selected as “yes” for any student with at least 1.5 

total units of coursework in the program.  If adjustments to the total units have been 

made, a change in this column may be needed. 

 

 
 

c. The two “technical skill columns” should be reviewed for each student marked as a 

concentrator.  If the student was evaluated for technical skill proficiency during the 

current academic year, select the check box in the “evaluated” column.  If the student 

achieved the locally determined cut score for proficiency on the evaluation(s), select the 

check box in the “proficient” column.  Again, these data should reflect the current 

academic year only. 

 

 
 

d. The “Completer” column will be pre-selected as “yes” for any student with at least 3.0 

total units of coursework in the program (this matches the definition used for federal 

reporting).  If adjustments to the total units have been made, a change in this column 

may be needed. 
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e. If the student is a single parent, check the box in the “Single Parent” column.    

 

f. If the student was a member of a Career and Technical Student Organization (CTSO) 

associated with the program area, select the organization from the drop down menu.  

Note: Only those organizations associated with the given program area are included in 

the drop down options. 

 

g. If a student is listed as being a part of a program, but should not be, the student can be 

removed by selecting the “Delete Student” button.  If a student should be include, but is 

not, the student can be added by selecting the “Add new student to this Program” button 

located near the top of the page.  
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7) Selecting the “Concentrator” Column (in step 4) will show only those students that have been 

marked as a concentrator (i.e., those who have completed at least 1.5 units of coursework within 

the program).  This might be an easier way to complete the two technical skill columns, which 

apply only to the concentrators evaluated during the current academic year.  Note:  If the “Units 

This Year” column shows “0,” the student should not be listed as evaluated or proficient. 

After completing the entries, remember to select “Update” to save the changes! 
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If you have questions regarding this section, contact the CTE Consultant assigned to your region. 

Region 1 Mary Ann Adams 515-281-4716 
maryann.adams@iowa.gov 

Region 2 Dale Gruis 515-419-4006 
dale.gruis@iowa.gov 

Region 3 Andy Wermes 515-281-8353 
andrew.wermes@iowa.gov 

Region 4 Pat Thieben 515-281-4707 
pat.thieben@iowa.gov 

Region 5 Andy Wermes 515-281-8353 
andrew.wermes@iowa.gov 

Region 6 Dale Gruis 515-419-4006 
dale.gruis@iowa.gov 

Region 7 Dale Gruis 515-281-4712 
dale.gruis@iowa.gov 

Region 9 Fidelis Ubadigbo 515-281-3080 
fidelis.ubadigbo@iowa.gov 

Region 10 Fidelis Ubadigbo 515-281-3080 
fidelis.ubadigbo@iowa.gov 

Region 11 
Kelli Diemer 

Mary Ann Adams 

515-281-3615 

515-281-4716 

kelli.diemer@iowa.gov 

maryann.adams@iowa.gov  

Region 12 Pat Thieben 515-281-4707 
pat.thieben@iowa.gov 

Region 13 Linda Berg 515-242-5032 
linda.berg@iowa.gov 

Region 14 Linda Berg 515-242-5032 
linda.berg@iowa.gov 

Region 15 Jeanette Thomas 515-281-3636 
jeanette.thomas@iowa.gov 

Region 16 Jeanette Thomas 515-281-3636 
jeanette.thomas@iowa.gov 
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